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O

Lo-ponaiblo for administration of an agency-wide personnel
[prograa, including: the formulation of over-all personnel
[policy; the efficient operation of programs for personnel
phcuent, position classification and wage

on, personnel relations and nlfu-e, and testing;
the maintenance of sppropriate supporting personnel record-

Procurement
adntnistratd

'PERSONNEL DIRECTCR

SR

SECRICT,

keeping op.

ons; the inspects
program, field and departmental; and the conduct
of such personnel Tesearch activities as are required to sup-
port operational progran:
Pctivities with the U, S, Civil Service Conmission, the Fed~

the personnel

and review of all phases of

PERSONNEL STUDIES AND FROCEDURES STAFF

ys, reviews and reports to the Fersonnel
irector on all phases of the personnel pro-
gram, field and departaental; develops and
coordinates legislative, budgetary, procedural,

8. Repressnts the Agency in 1iatson

nd reporting requirements; plans, develops
cosdncts studies of personnel office organ-

ization, staffing, standard .operating proce-

[dures, and apecu.‘f management projects and

pral Personnsl Council, the Selective Service System, compon-
pats of the Department.of Do!‘enue, and other: Federal agencies
in connestion with personnel policles, problems and operations

studies as required,

[

I

I

l

PERSONNEL, DIVISION (OVERT)
esponsible for aduinistering
the lihemnt, testing, per-
sonnel relations, and trans-
actions and recordkeeping
OPerations of the personnel
pmut a;mh:ug overt com-
onents of tl Agency and the
tional Security Couneld
Fod additionally for provid.
log testing services for
covert activities; advises
operating offictals with
[respect to personnel policies
problens ani activities; par-
ticipates #a the developaent
bt Personnel poli-
cies, px’ocodm'es, standards
od Tegulations; develops and
Raintains coordination of
[phases of the over-all per-
sonnel program for which the
Pivision has Jurisdiction
Fith other divisions of the
Personnel Office,

’

PERSONNEL DIVISION (COVERT)

Responsible for ddministering
the phcuent, personnel re-
lations and transactions and
recordkeeping operations of
the persoanel progran servic-
ing covert components of the
Agency; develops methods for
integrating overseas Agency
employees into other organi.
2ations and provides services
to facilitate such assign-
monts; advises operating
officials with respect to
[personnel policies, problens
and activities; participates
in the development of over-
all personnel policies Ppro-
cedunu, s s and regu-
lations; develops and
paintains coordination of
phases of the over-all per-
ponnel program for which the
Pivision has jurisdiction
pith other divisions of the
Personnel Office,

MILITARY PERSONNEL DIVISION

Responsible for the procure-
ment,, assigment, adainistra-
tion and disposition of wili-
tary personnel detailed to
the Agency from military
departments of the Department
of Defense; conducts neces-
sary liaison with appropriate
coaponents of the Department
of Defense; maintains neces-
sary records pertaining to
military persons and prepares
such reports concerning mili-
tary personnel as are
Irequired,

PERSONNEL PROCUREMENT
DIVISION

esponsible for planni;
Eoordmting and directidg
|prograns for developing, loca-
ting and drawing upon sources
of personnel to keep the
Agency adequately staffed;
maintains effective relation~
shipe with other coaponents
of the Personnsl Office and
ith operating officials to
be continually informed of
current and anticipated
personnel requirements; insureq
pffective interviewing of
japplicants calling locally;
reviews and screens all appli.
cations to determine most
appropriate referral; matn-
tains files of application
paterials,

CLASSIFICATION AND WAGE
ADMINISTRATION DIVISION .

Responsible for allocating
JAgency and NSC poeitions;
[develops Agency classification
standarde; conducts wage ade
pinistration activities for

graded ‘positions amd indige-
jrous and foreign nationals .
employed at foreign stations,
pnd job evaluation services
and guidance pertaining to
Balaries of agent personnel;
Hirecte, coordinates and con-
Hucte job analyses, surveys

of existing positione and the
Kdevelopment of position
dcseriptione; advises and con-
sults with operating officials
on classification activities
jand problems; collaborates
mith the Advisor for Manage-
pent in connection with the
establishment of Tables of
Organi zation,

]

PLACEMENT BRANCH

b Za i o

leans and conducts the placenent pro-
gram through the development of inter-

lens and
Placement rescurces for secm: nal placement rescurces for securing
paxiwom skille of employees; ..mi:ﬁ . akills of employees; advises |
o2 consuits with operating officisle RnmuLts wAth operating sffini b ko

PLACBMENT BRANCH
conducts the placement pro-
gram through the development of inter-
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RECRUITMENT BRANCH
Plans and directs programs of field

CLASSIFICATION BRANCH I
sters the Agency position class~

Tecruitment operations for procure- . [ification and wage administrative Pro-

ment of executive, administrative, - for positions located within the
_|Professional, technical and. clerical fice of Special Operationa: alla_
79-00232AM00 dorrouZ1o- -
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lans and conducts the placement pro-
gram through the development of inter-
[nad. ement rescurces for securing
paximm skills of employees; advises
and consults with operating officials

'P' PLACEMENT BRANCH

" Personnel Procurement Division; admin-

[—jemployee services and activities such

|~ |smployees during their period of

—clearances; maintains centrsl employee

1sters within-gservice Promotion pro-
|grar; conducts follow-up on employee
placements to determine effectiveness
of the pr and pl o=
Eram; develops qualifications stand-

prds for overt positions,

lans and conducte the Placement pro-
grem through the development of inter

nal placement. rescurces for s ;
Ll!ill’ﬂ 1118 of employees; advises )
jand consulte with operating officials |

[to establish. steffing objectives mnd
es such information with the H
Personnel Procurement Division; adain-{:

,P FLACKMENT BRANCH

RECRUITMENT ERANCE
Plans and directs programs of field
recruitment operations for Procure-
ment of executive, administrative,
professional, technical and clerical
' personnel;. interviews applicante

Oifices, and reviews and screens mail
|appiications; maintetne 1iatgen wiik
supply sources such ag the United
[States and state Eaployment Services
and the Civil Service Comnigsion,

. fification and wage admiristrative Pro-
E r

[Personally calling at the: departuental

for positions located ‘within the
1ce of Special Operations; allo-
ates poeitions to a Proper title,
‘jseries: and grade; conducts surveys of

with salaries
of agent personnel, :

PERSONNEL RELATIONS BRAKCH -
Conducts loyee counseling program
designed ::p wozvido employees with
coungeling and guidance on matters
affecting personal edjustment, work
productivity and job satisfaction;
plans and administers programs of

as: housing, recreation hospitaliza-
tion, car pgols, éu-e, odnution,
blood domor work, and fund-raising can|
paigns; reviews and recommends appro-
puhte’action in employee disciplinery
cases; promotes constructive handling

. PERSONNEL RELATIONS BRANCH
n employee counse
to provide employees with couns
and guidance on matters affecting per-
sonel adjustment, work productivity
and job utinr-celon; plans and admin.| °
fisters programs of employee services
[ pod activities such as: ).t y Tec~
mtion, hospitalisation, car Pools,
child care education, bfood donor
pork, and Pund-ratstng :
Feviews and recommends appropriate
potion in employee disciplinary eages;
promotes constructive handling of
LoEnloves. grisvances

. ADMINISTRATIVE BRANCH
erforms administrative operations
required to suppart technical) recruite
rent activities; ~establishes, main-
‘Jtains and controle application files;
prepares letters and form materials
relating to recruitment operations;
— freceives, distributes and dispatches
mail s lalnt

ent requisitions; issuas periodic
liste of vacancies, .

ains file of active recruit-

| CLASSIFICATION ERARCH II
Adnindsters the Agency poeition class~
ification and wage adeinistrative -
program for positions located within
the Office of Policy Coordination;
llocates positions to a proper title,
series and grade; conducts surveys of
poeitions to keep allocations current ;
supervises and coardimstes wage admine
istration operations; provides guid-
pnce and services in connection with
palaries of agent personml,

. TESTING BRANCH

[Provides personnel testing and evaluae
tion service for all Agency coupon-
ents; selects, devises and validates

" |tests of aptitude, information and
proficlency; supervises and maintaine
control of provislonally cleared

[temporary employment in the Agency;
[plans and conducts non-opcratioml’
skills training programs,

TRANSACTIONS AND RECORDS ERANCH
Processes personnel actions affecting
covert departmental, field and over-
seas positions; conzrola posﬁ::lona,
actions in process and P secur-
ity clearances; maintains enployee
filea for eovert personnel; prepares
regular and special reports; insures
application of general Federal and
Agency personnel policien relating to
personnel processing; maintaing 1liai..
son with cover agencles to integrate
fcovert overseas employess,

TRANSACTIONS AND RECORDS ERANCH
rocesses personnel actions for acces-
sions, changes and separations for
employees of all overt departmental
jand field poeitions; maintains con~
trols over positiona, over actions in
process, and over pending security

files for overt personnel; rrepares
regular and special Treports; interprete
land ingures application of general
Federal and Agency policies and required
eants relating to personnel transac-

tions,

Prepared by Personnel Studies ana
Procedures Stars
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[T|ducts surveys of positions to keep

L__{Program; prepares regular and special

CLASSIFICATION BRANCH IIT

sters the Agency poeition class-
fification and wage admini strative pro-
gram for positbng located in the
intelligence componente and the sup=
port offices; allocates poeltions to
& proper title, series ang grade; con-

allocations current; supervises aml

coordinates wage adninistration vpera~
tions,

STANDARDS AND REPORTS ERANCH
irects the develorment of classifi-
cation standards and specifications;
conductg special studies necessary
for the effective administration of
[the Agency classification and wege

reparts ae required,
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Security Information

Assistant Director for Personnel

Personnel Director
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Special
Rese’g‘ ch Career Conptﬁacting Employee
B an i Development " and Services
anning Staff Allowances Staff
Staff Staff
Personnel Testing Personnel Personnel |Classification Military
Procurement and Division Division and Personnel
Division Evaluation (Covert) (Overt) Wage Division
Division Division
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